Chapter 9
Access 2.0 for Windows

Microsoft Access 2.0 for Windows is a powerful relational database
management program that allows you to organize and analyze related data
stored in tables. With Access, you can perform the following tasks:

C Create and link tables of data.

C Create queries that ask questions and provides answers about data.
C Design forms for entering, editing, and viewing data.

C Design reports that present data effectively.

Access also provides tools that simplify your tasks and help you learn
Access as you work.

Starting Access

Access window

To start Access from Program Manager:
1. Double-click on the Office Applications group icon.

2. Double-click on the Microsoft Access program-item icon.

File Help

= Microsoft Access n -
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Exploring the Window

This section covers the components of the Access main window at startup.
As you move between different windows, the active window determines
what is available on the menus and the toolbar.

The Title Bar

Thetitle bar islocated along the top of the window and displays the name of
the application.

The Menu Bar

The menu bar islocated just below the title bar and displays the menu
names. The menus contain the commands used in Access.

The Toolbar

The toolbar islocated directly below the menu bar and contains buttons that
allow you to perform Access tasks quickly and efficiently. The Database
toolbar is shown when you first open the program. When you position the
mouse pointer on a button, a Tool Tip displays the name of the button, and
the status bar explains what the button does.

The Status Bar

The status bar runs along the bottom of the window. It displays status
messages on the left and specific modes and locking keys on the right.

Creating a Database

A database is a collection of related information, or data. Examples of a
database include customer mailing lists, product inventory, and employee
records. An Access database can contain the following objects:

Object Description
Table An object used to arrange related data. A table consists of
rows and columns. Each row contains all available information
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aparticular item, called arecord. Each column contains one
category of the data that makes up arecord, called afield.

Category ID | Category Hame | Description |
]] Beverages Soft drinks, coffees, teas, beer, and ale
2| Condirments Sweeet and savory sauces, relishes, spreads, and zeasonir
3| Confectionz Deszertz, candies, sweethreads

4| Digiry Products Cheesesz
5| GrainziCerealzs Breadsz, crackers, pasta, and cereal

B | MeatPouttry Frepared meats
7| Praduce Dried fruit and bean curd
G| Seafood Seaweed and fizh

A question you ask about the data in your database.

An object containing controls that allow you to enter, modify,
and view records in a database.

Beverages

Soft drinks, coffees, teas, beer, and ale

An object that presents your data on the screen or on a
page.

Alp hahetical List of Products
Ia-Sep-0n

Product Name: ProduwiID: Calegory Mane: Umitz In Siocle

A
Arisesd Svmp ] Condirvents 13

B
Boston Crab Meat 40 Seafood 143

An action or set of actions that are used to automate tasks.

Collection of declarations, statements, and procedures stored
together as one named unit.
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To create a database:
| [ | 1. Click on the New Database button, or choose New Database from the
File menu.
New Database
i File Hame: Directories:
dlalOQ bOX Im p:Amsoffice
= [= p:A
= msoffice
7 clipart
7 examples
£ excelcht
¥ g :::EI:I: X Exclusive
List Files of Type: Dirives:
[Databases (~mdb)  [#] | & p: s apps@inshae 1] #]

2. If necessary, select the drive and directory where you want to create
the new database.

3. Type anew name in the File Name text box.
4. Click on the OK button.

The Database window appears in the Access main window.

Database window -]-

| New || Open || Qesignl

Tables

Module

The Database window contains atitle bar, command buttons, Object

buttons, and an Object list. Object buttons are used to select the
object that you want to work with. An Object list displays the list of
objects.
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Although you can create objects from scratch, Access Wizards allow you to
build your database quickly and easily. Wizards are dialog boxes that
request information and create objects based upon your answers.

To access a Wizard from the Database window:

1.

| 2

|

Click on an Object button to select the object that you want to create.

Click on the Object Wizards button.

Follow the instructions that appear in each Wizard dialog box.

Use the buttons at the bottom of the Wizard to receive help on a task, close Wizard without
creating an object, move between dialog boxes, or specify that you have finished creating the

object.

Opening a Database

To open an existing database from the Access main window:

|§|1'

Open Database
dialog box

2.

Click on the Open Database button, or choose Open Database from

the File menu.

= Open Database
File Hame: Directories:
Im o:\db\cims
-
— = [_Concer ]
mailist. mdb (== db m
temp.mdb 2 cims
£ ats
3 grants [T BRead Only
£ ihsystem .
= 3 inventry I™ Exclusive
List Files of Type: Dirives:
[Databases (~mdb)  [#] | & o: Is data@oirm@ihs #]

If necessary, select the drive and directory where the database is

located.

Double-click on the file that you want to open. Or select the file, and

click on the OK button.

The Database window appears.
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Working with a Table

Table window in
Datasheet view

This section provides instructions on how to open, modify, print, and save
tables.

You can also apply the concepts and terms covered in this section when you work with other objects, such as
forms and reports.

Opening aTable

To open atable from the Database window:
1. Click on the Table Object button.

2. Click on atable from the Object list.
3. Click on the Open command button.

The selected table appears in the Table window and is displayed in
Datasheet view. When atable isin Datasheet view, you can to add,
edit, or delete the datain the table.

= Table: Customers v«
10 Company Hame Contact Hame Contact Title Address City +
Alfreds Futterkiste Maria Anders Sales Representative Ohere Str. 57 Berlin
Ana Trujilo Emparedados y helados Ana Trujilla Cvner Avda, de la Constitucisn 2222 Méxica DF. |
Antonio Moreno Tagueria Antonio Moreno | Cwvner Mataderos 2312 Miéxico DF.
Around the Horn Thotmas Hardy Sales Representative 120 Hanover Si. London
Berglunds snabbkip Christing Berglund | Order Administrator | Berguvsvagen 5 Luled
Blauer See Delikatessen Hanna Moos Sales Representative Forsterstr. 57 Mannheim
Elondel pére et filz Frédérigque Citeaus Marketing Manager | 24, place Kléber Strasbourg
Edlico Comidas preparadas Martin Sommer Cvner i Araguil, 67 Petacdric
Bon app' Laurence Lebihan | Cuwner 12, rue des Bouchers larzeille
Bottom-Daollar Markets Elizabeth Lincoln | Accounting Manager | 23 Tsawassen Blvd. Tzawassen
B's Beverages Yictoria &zhworth Sales Representative Fauntleroy Circus London
Cactus Comidas para llevar Patricio Simpson | Sales Agent Cerrita 333 Buenos Ajres
Certro comercial Moctezumas Francizco Chang | Marketing Manager | Sierras de Granads 9993 México DVF.
| |CHOPS Chop-suey Chinese ang Yang Cwyner Hauptstr. 29 Eern
| [COMM Comércio Mingiro Pedro Afonso Sales Azzociate Ay, dos Lusfadas, 23 S0 Paulo
| [=ONsH Consolidsted Holdings Elizabeth Brown | Sales Representative Berkeley Gardens London
| |DRACD Drachenblut Delikstessen Sven Citliek Order Administrator | Walserweny 21 Aachen
| [DURON Du monde entier Janine Labrune Cvner E7, rue des Cinguante Otages | Mantes
| |EASTC Eastern Connection Ann Devan Sales Sgent 35 King George London
| [ERM=H Ernst Handel Roland Mendel Sales Manager Kirchgasse 6 Graz
| [FamM Farnilia Arcjuibaldo Aria Cruz Marketing Azsistant | Rua Ords, 92 S0 Paulo
| [FI=sA FISSA Fabrica Inter. Salchichas 5.4 Diego Roel Accounting Manager | (CF Maralzarzal, 56 Petacdric
| [FOLIG Folies gourmandes Martine Rancé Asziztant Sales Ager 184, chauzzée de Tournai Lille:
| [FOLKO Folk och 4 HE Maria Larsson Cvner Rkergatan 24 Bracke
| |FRAMK Frankenversand Peter Franken Marketing Manager | Berliner Platz 43 ttinchen
| |FRAMNR France restauration Carine Schimit Marketing Manager | 54, rue Royale Martes
| |FRANS Franchi S.p.A. Paolo Accorti Sales Representative ia Monte Bianco 34 Taring
| [FURIE Furia Bacalhau e Frutos do Mar Lino Rodriguez Sales Manager Jardim das rosas n. 32 Lishoa I
]| 4 Hecord:|1 |0f 91 }I}Il <-| | +
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Parts of the Table window in Datasheet view are described below:

Part Description

Title bar Horizontal bar that displays the name of the
table.

Field selectors Buttons located below thetitle bar. Field

selectors are used to select an entire column.

Record selectors Buttons that run along the left side of the Table
window. Record selectors are used to select an
entire record, or row.

Record navigation  Buttons located in the lower-left corner of the
buttons Table window. Navigation buttons are used to
move to a particular record in the table.

Selecting Fields and Records

Before you can work with afield or record in Datasheet view, you need to
select it. Y ou can select single or multiple records, columns, or cells.

Selection Action

A single record Click on the record.

Several records Drag down the record selectors.

All records Click on the top record selector, or choose Select All

Records from the Edit menu.
A single column Click on the field selector.
Multiplecolumns  Drag across the field selectors.
Single cell Click inside the left edge of the cell.

Multiple cells Drag the pointer across the cells, starting inside the | eft
edge of acell.
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Moving Between Fields and Records

There are several ways to move between fields and records in Datasheet
view:

1. Press TAB and the arrow keys to move to a particular field.
-OR-

1. Click on afield.
-OR-

1. Click on arecord navigation button:
Button Action

Moves to the first record.

Moves to the previous record.

Moves to the next record.

Moves to the last record.

EEE

Adding a Record
To add arecord to atable in Datasheet view:
1. Click on the New button on the toolbar.

The insertion point is moved to a new record at the end of the table.

Deleting a Record
To delete arecord from atable in Datasheet view:
1. Click on the record selector of the record that you want to delete.

The selected record will be highlighted, and the current record
symbol will appear in its record selector.
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= Table: Customers -
Customer 1D Company Hame Contact Hame Contact Title Address City
ALFK] Alfreds Futterkiste Maria Anders Sales Representative Ohere Str. 57 Betlin
H ANATR Ana Trujillo Emparedados v helado:) Ana Trujillo Cryel Avda. de la Constitucion 2222
AMTORN Aptonio Maoreno Tagueria Artonio Maoreno | Oweher Mataderos 2312 México D F.
- ARCUT Around the Horn Thomas Hardy Sales Representative) 120 Hanower Sog. London
- EBERGS Berglunds snakbkdp Christing Berglund | Oroder Administrator | Berguvsvagen S Luled
- BLAUS Elauer See Deliksteszen Hanna Moos Sales Representstive Forsterstr. 57 Mannheitm
- BLOMP Blondel pére et filz Frédérigque Citeausx Marketing Manager | 24, place Kléher Strazhoury

Press DEL on the keyboard.
A message box appears.

Click the on OK button to save your changes, or click on the Cancel
button to undo the deletion.

Entering and Editing Data

To enter or edit data in Datasheet view:

Select or move to the field whose data you want to enter or edit.

Aninsertion point (|) appearsin the field, and the current record
symbol is displayed in the field’ s record selector.

If necessary, position the insertion point where you want to begin
typing.

Type datain thefield.

The record selector changes to indicate that datain the record is
being modified.

Editing Field Properties

Field properties are attributes of the field that effect its appearance and
behavior. Access allows you change the field properties after they have
been defined. For instance, you may want to rename afield or change its
data type (the kind of data that the field can contain).

To change the field properties from the Database window:

Selected record
2.
3.
1.
2.
3.
A
Te 1

2.

3.

Click on the Table Object button.
Click on atable from the Object list
Click on the Design command button.

The selected table appears in the Table window and is displayed in
Design view. When atableisin Design view, you can edit its
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field properties.
= Table: Customers v~
| Field Mame Data Type Description +
D Teut Unigue five-character code based on customer name. L]
|__ | Campany Mame Text
|__[Contact Mame Teut
|__[Contact Title Teut
| |Address Teut Street or post-office bos.
|| City Text
|__|Region Text State or province,
| [Postal Code Teut
| [ Country Teut
| |Phone Teut Phone number includes country code or area code.
| |[Fax Teut Phone number includes country code or area code.
— +
Field Froperties
Field Size 5
Faormat
Input b ask »LLLLL
Caption
Default Value A field name can be up to B4 characters long, including spaces. Press F1
Walidation Fule for help on field names.
Y alidation Text
Fequired Mo
Allow Zero Length Mo
Indexed ‘r'es [Mo Duplicates)
4, Select or move to the field whose properties you want to redefine.

5. Click on the property that you want to redefine at the bottom-left half

of the window.

Each field property is described below:

Property Description
FieldSize Maximum length of atext field or type of
number.

Format How data is displayed.

Decimal Places Number of places to the right of the decimal.

InputM ask Formatting characters for data entry.

Caption Default field label in aform or report.

DefaultVaue Value entered in afield when records are
created.

ValidationRule
Required

Expression that defines data entry rules.

Setting that defines whether data must be

entered.
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Save As dialog box

Access 2.0 for Windows

AllowZeroLength  Setting that defines whether zero-length strings
are permitted.

Indexed Single-field indexes used to speed searches and
sorting.

6. Reset the field property.
7. Repeat steps 4 through 6 to edit other field properties.

Saving the Table Design

Changes to the record data are automatically saved when you deselect the record in Datasheet view .
However, you need to save any changes to the field properties.

To save changes to the Table Design:

1. Choose Save from the File menu to save without renaming the table.
Choose Save As from the File menu to save the Table Design under a
different table name.

Table Name: m
I -
2. Type anew name in the text box.

3. Click on the OK button.

Printing

Using Access, you can print all or part of atable in Datatsheet view. Y ou
can also print the table definitions, or characteristics.

To print atable in Datasheet view:

1. If you want to print a selection, select those records, columns, or
cells.
2. Click on the Print button on the toolbar, or choose Print from the File
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enu
Printer: Default Printer [HP Laser)et
45i/45iMX PS 200dpi on ps

Print Hangchpiii@ihshqe.l]3@sewers [LPT2:])
@ Al [ sewn_|
) Selection
) Pages

From: I To: I
Print Quality: |3|]l] dpi IEI Copies: |1—
[ Print to File [X Collate Copies

To change the printer and page settings, click on the Setup button.

& PrmSewp
Printer
[cumently HP LazerJet 45i/451MX PS5 300dpi on ps
I Specific Printer:
[HP LaserJet 45i74SiMX PS 300dpi on ps hpiii@ihshae. 03@s|*] [ poe o0 |
rOrientation Paper m
. @ Portrait Size: ILetter 812z 11in EI
(' Landscape Source: IAutu Trap Select Iil [ Data Only
-Margins
Left: [0.5000in | Right: [0.5000in | Top:[0.5000in  Bottom: [0.5000 in

Make the appropriate changes to the printer, page orientation, paper,
and margins.

When all changes have been made, click on the OK button to return
to the Print dialog box.

Under Print Range, click on an option:

Option Action

All Prints the entire table.
Selection Prints the selected records, columns, or cells.

Pages Prints the specified pages. If Pagesis selected, type
starting and ending pages to print.
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7. Select the print quality, and specify the number of copiesto print.

8. Click on the OK button.

To print the table definition from the Database window:
1. Click on the Table Object button.

2. Choose Print Definition from the File menu.

- Include for Table

= Print Table Definition

I Properties

| 118 I

£ Relationships

7 Permissions by Uzer and Group

Cancel

- Include for Fields

Cl Mothing
(@) Mames, Data Types, and Sizes

@ Names, Datatypes. Sizez. and Properties

~Include for Indexes
Cl Mothing

C' Mames and Fields

(= Mames. Fields. and Properties

Click on the table definitions that you want to print.
4. Click on the OK button.

The Print Preview window appears.

Object Definition

PALCCESSNSAMP AP PSIMNVWIND MDE
Table: Cugomers

Friclay, September 15, 1995
Paoe 1

Properties

Date Crested: 3MTI94 301539 PM Dret. Updatahle Mo
Last Updated: 317194 3:0246 PM Record Count: 91
Colunns
Matne Type Size
Customner ID Text 5
Allove Zero Lencth [9f=]
Atributes: “atiable Length
Collating Crcler: Generd +
[ 4][Fac=i HM el [T +
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5. Follows the steps outlined in the previous section (“To print atable
in Datasheet view”) to continue printing.

Closing a Table Window

To free up your computer’s memory, it is a good ideato close windows that
you are not currently using. If you close a Table window without saving the
changes to the Table Design, Access will prompt you to save your work.

To close a Table window:

1. Double-click on its Control-menu box, or choose Close from the File
menu.

Using the On-line Help

Microsoft Access 2.0 for Windows has a comprehensive on-line Help
feature that provides definitions, step-by-step instructions on how to perform
tasks, and other reference information.

There are several ways to request Help:

1. Choose a command from the Help menu:

Command Action

Contents Provides alist of Help topics available in
Access.

Search Allows you to search for information
about a specific topic.

Cue Cards Allows you to do your work while you learn

basic tasks.

Technical Support  Provides product support information.

About Microsoft Displays software and system information.
Access

-OR-
1. Press F1 on the keyboard.
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Help window

Search dialog box

3

= Microsoft Access 2.0 Help n
File Edit Bookmark Help

LContents | Search Back History | Glossary £<

>3

Databases
Commands Kevboard Toolbar Wdindow

How To's

Stafting Microsoft Access

Access 2.0 for Windows

From the Microsoft Access 2.0 Help window, click on atopic from
the Contents, click on the Search button, or press F1 to learn how to

use Help.

Type a word. or select one from the list.
Then choose Show Topics. ance
|

#Emor, #Name?, #Num!. #Div/0, #Deleted I
1. 2. 3. 4 command

1. 2, 3....9 command I
3-D effect

About Microsoft Access u

Select a topic. then choose Go To.
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How to Use Help
File Edit Bookmark Help

Quntentsl Search l Back I History IEIossary

Contents for How to Use Help

If wou are new to Help, choose Help Basics.
Ilse the scroll bar to view information not
wizible in the Help window.

To choose a Help topic

b Click the underlined topic you want to
e,
Or press TAB to select the topic, and then
press ENTER.

[+

-OR-
Click on the Help button on the Standard toolbar.

When the mouse pointer changes to a question mark, click on an item
in the Access window to view information about the selected item.

-OR-

Click on the Help button in most dialog boxes to receive specific
information about the items in the dialog boxes.

To exit Microsoft Access:

1.

Double-click on the program’s Control-menu box, or choose Exit
from the File menu.

Additional References

For more information, use Training for Access in the On-line Tutorials
group, or obtain the following reference material from your ADP
Coordinator:

C

The Microsoft Access 2.0 User’s Guide, published by the Microsoft
Corporation, provides detailed information on all Access functions.

Anderson Soft-Teach offers course material for Access 2 for
Windows, which includes a videotape, student workbook, practice
disk, and skills test.
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